FTAA Dormitory Management Procedures 
CKKERS RES PREP 


GOALS 


Ba 


To create an environment that allows students to learn and become morally sound and 
well-rounded citizens. 


AS-D ARBRE RABE. SHRRNORA HSH ; 


To provide a safe, secure, clean, and comfortable space for students to socialize and 
rest. 


SFt—-ThRE, TH, BEMPBHKSNURAM. 


POLICY 


We 


FTAA dormitory provides residential support services, 24 hours a day, 7 days a week. 


CAB SRKBATA , FA24DNHHSERERS. 


Dorm Teacher Duties 


fa & S IPR 

1. Under overall guidance of Student Affairs Director, ensure dormitory atmosphere is 
consistent with the school’s goals and expectations; 

E-ESSTESHST . BRAESHRSSRAKAH—R, 

2. Be professional in the performance of duties and interactions with the students with the 
demonstration of appropriate modeling, mentoring, and monitoring; 
BeZGWASSUHRSASSEROHRE , SSStR4HlS, HBAREH. 

3. New student orientation about dormitory rules and assignments; 

AMER VG SAUARE. 

4. Assign personal bed and locker; perform and document inventory of student’s main 
personal belongings. 

PRA RUARME ; HEHICRELAM WAS. 

5. Conduct training for students on updated policies, procedures, and objectives to improve 
performance; 

ERR, REABRHEMAAAFEREBIU. 

6. Ensure dormitory facilities are safe, secure, clean and comfortable, and they meet FTAA 
health and safety criteria; 


Wf tAZRFSRNRBRARSHH , REBSHRERZ, DH. FS, ie. 

7. Monitor students’ general well-being. 

BOUKESEN BR. 

8. Use the Dorm Code of Conduct to nurture and maintain students’ positive behavior. 

GA CHSTARN) , SREHPHSFERBERHTA. 

9. Authorize/Document students to stay or leave dormitory, and ensure students are picked 
up by authorized people. 

RIER WRENS, RRR RSHER , SSSRRRBic. 


Dorm Teacher’s Daily Check List 
BSEMARHSET 


Facilities 

Be & ik Hs 

o Cleanness and sanitation. 

o SSAA LE ; 

o Adequate lighting, sleeping, and storage areas; 

o PRUE FE LAY RE, EB A te eX eS; 

o Adequate cleaning supplies are available; 

o RUEKEHLERARE ; 

o Bulletin boards are aesthetically pleasing and updated with current dormitory information; 


oREDFEN FRAME , FREBSERANET ; 


Dorm Log 

fas Bid 

o Daily Student Attendance/Accountability Log and Dormitory Facility Check Log; 

oft (AR SEHR/RECRR) R (HERHRER ) ; 

o Report damage and maintenance deficiencies to Logistics and document information in 
the log book; 

0M RRARARAMEP RRB , HiGRER | 

o Respond promptly and appropriately in the events of illness, injury, emotional trauma, or 
maladjustment to dorm/school life, ensuring incidents are documented in dormitory logs and 
that School Nurse is notified. 

o MARRS EtH. SH. DEA, MAS/FREATE , BESHH RHA 
RM, BRERRGRER , HBASRPL. 

o Document student violations and report to Student Affairs Director, and parents when 
necessary. 

o DRFERBRABHTA , HHRABRFESSIE , SDENBARK. 

o Closely monitor students’ behavior and provide feedback to teachers, parents and 
students. 


oR DKEFSLERTA , SEM, RENFEHBARER. 


Student Needs and Disciplines 

SERRA 

o Help students maintain bedroom routine and house keeping. 

o MRSERBSES , HEBRALDE, 

o Monitor student personal hygiene, linen exchange, etc. 

o MBSERADE, RARER, 

o Ensure students are in compliance with dorm regulations, the code of conduct and 
electronic policies and collect/monitor electronic devices as required to ensure night curfew. 
0 PRELRBTRESTN, TAANRATFKREARE , LERKAGRATRE 
ULBRES. 

o Assign and monitor students’ dorm duties such as keeping personal belongings in a neat 
order and clean common areas such as living room, bathroom and laundry area. 
oPRAKREBSINBSRER , WRETRADM RH BRA ; FACARKR, MRE 
BS, PDEAAAKE. 

o Monitor sick students. Ensure students’ medications are secured, taken in the proper 
manner, and ensure that students are taking their prescribed medication. 

o BYUKEERHNSE , BREERFAAAKMALBAA. 

o Ensure student mail is handled appropriately. 

o RSME SEMRH. 


Meeting and Activities 

AWARD 

o Hold weekly dorm briefings to hear student concerns and find solutions; 

0 RABAT BSAS , VRFLRAHRAMRRAR 

o Ensure that unannounced fire drills will be held in each dormitory once a term; 

o BREF HREST ESHA —-RRAHDRE ; 

o Hold group sessions for physical exercises, study and sharing. Ensure topics selected are 
designed for the promotion of positive attitude and morality; 

o ARAB, FIAD EXTREMES , AREBHERAKIED , FA 
FRAFERT. 

o Hold weekly Dorm Cleaning Day and guide students through the activities. 
o¢PRBANBS RAHA EH, HASPLRRES. 

o Assist and supervise students’ leisure-time activities during off-school hours and 
weekends throughout the academic year. 


oMDFBSERR,. ARKAEH. 


Training 

ill 

o Explain school policies and rules. 
o MBS RRRRAM. 


o Train leaders to supervise dormitory cleanup and work assignments. 


o RWSERAH , LBERSLENESTR. 


o Support and empower student leadership by recognizing that leaders are an essential 
resource in helping peers with their growth and development. 

oN FFERHRFIAURBARD , CHNKABH RS KKARSHSWMER. 

o Recognize positive efforts and achievements with weekly and/or monthly awards; 


o BNSAA/RSEARM , RTSENEMDSAARH. 


Search and Seizure 
gah 


Dorm teachers shall conduct searches and seizures only in the following circumstances: 
BEZGHNEATRERAMSSHCBSANA : 

1. General inspections of dormitory rooms, lockers, and other dormitory facilities may be 
conducted periodically or upon suspicion of possessing unauthorized goods or violating 
school policy. 

EXNGBESEA, HEARCESRMMERAS | REAWRURAKERHN MOR 
4ERSRARZEARARNHS. 

2. Searches for unauthorized goods may be conducted only when the dorm teacher 
believes such goods are being hidden in the dorm or on the student’s body AND only 
with the presence and knowledge of the student. 

WARRRM MHS , RHEEBSSHREKMWMRREBERSEStL, FHSS 
+ ££ iH WY Te BEIT. 

3. The scope of the search may include a body search if the dorm teacher reasonably 
believes the student is hiding something that can cause detrimental effects on other students 
and/or the student has committed a crime. Unauthorized goods found as a result of a search 
must be confiscated. 
MDREAESEMABHNESERRMAR CSRS MRA , ARESSERULE , 
BSN RAGES. RRRMm-BREBD , MRK. 


4. Searches for evidence of a crime in preparation for criminal prosecution will be conducted 
by a law enforcement officer with a search warrant except when delay would endanger the 
physical well-being of students. 
ATHZHSRFUNRALELE , ARARATHHEAARHT , RIEREBBS 
WStHSheRdKek. 


Dormitory Visitation 
aakis 


All dormitory visits must be approved. All visitors are required to sign-in and sign-out with 
a dorm teacher upon arrival and departure. Any visitors that are not family related will not be 
allowed into dorm unless they are touring the dorm as a potential student. 

MABERERAZEA. MARDFAAKARANSEBSEMRAFSEASH. 
EAR RKADRBGAFABARS , RIEGNEAKRRSESMES. 


Visitors to the dormitory of the opposite gender must be supervised. 


EARERGSBABABRHHE. 

Visits to dorm rooms are limited to 15 minutes only during weekend/school break pick 
up/drop off time or moving in/out days, e.g. Saturday or Sunday 10am-8pm; 

QEAA/FRABR/IRSEN , RESRME WA , MER, AEFIORBE 
F-8A, RRGABSRA , M15 DH. 

Dormitory staff has the authority to remove visitors at any time. 


BSALANEEANAERDAEF. 


Dormitory Exit Doors 
Berek ann 


The dormitory exit doors are to remain locked at all times. These doors are not to be used at 
any time by anyone; except in the case of a fire or a fire drill. All traffic entering and leaving 
must use the (front) door to the dormitory. 


BSRERSHOARRSN AH. RENEEMNRNEMARTAEA , Km 
KSRR ZEBRA. ARPHAREARS (BT) TM. 


Curfews and Electronic Device Submission 


BSMBTRE LE 

Bedroom lights out at 10:00pm from Sunday to Thursday, at 10:30pm on Friday and 
Saturday. Other rooms lights out at 10:30pm from Sunday to Thursday, at 11:00pm on 
Friday and Saturday. No talking between students allowed in bedrooms, other rooms are to 
be kept quiet after curfew. 

ESS HAAAASAGK 10:00, AEZAKK 10:30. RURARINEAA 
AB2ZAGK 10:30, AABAKK 11:00. SRA , ERE SERE. ROB 
iB Pe 35 22 BF 


6-8" graders shall surrender their laptops to the dorm teacher by 9:30 pm daily. 
628 FRSFFSESKIIOIO NR ZHHRMRABSEM. 


No smart device of any kind is allowed in dormitory area. 


FLERE KRRE REMAN SRE. 


Dormitory Incentive 
ae am 


Each dormitory will be inspected on a daily basis. Various honors, privileges and incentives 
will be rewarded to rooms and/or individuals. 


MABSSABBELZATHRS. BAA/RAANASRKERE/PORUSTANR 
Th. 


Complaints 


AN HR 


Students are advised to lock their valuables in a suitcase or personal safe. 
BWStTREDMRHETSEARKARBE. 

New students should provide a list of their personal inventory when they move into the dorm 
and be responsible for any updates; 
MEMERBSNNMRR-BhAMMRBS , MARL , SRNS MAS. 

When a student experiences a loss or theft, he/she is to report it to the dorm teachers; 
SFMEZAMRRAGN , SRASBSEM. 

An investigation must first be conducted to determine the validity of the claim and to insure 
the items actually existed; 

FRPR-BRE , SVURTRHSARS. 

The dorm teachers will document the circumstances on a Claim Form and check against the 
student’s personal inventory. 
BEZWBEREREGRYMNGH , HSSERABSETRS. 

Statements must be made by persons familiar with the subject matter for the claim. 
RAEBAZSHHAM ARR. 

The dorm teachers will present the documentation to the Student Affairs Director who will 
review the documentation, determine if additional information is required to support the claim 
and provide forms, advice, and assistance to the key staff and students to complete all 
required components of the claim, and decide on further action. 


BaSMPMANRFSRESESSIES , ERPRPRRALCSARSAMINES ,. HA 
FRALASERRRE. BUA , EHNRSRRMANKESHE , ROE 
25 HEIR TG RR o 


